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DO  follow  copy,   especially  as  to  capitalization  and  punC'tlili-2^£@8^!tfTient  of  Agriculture 
DON'T  put  periods  in  unless  they  appear  in  copy.      Tj^jg  ruln  "— 
applies    particularly    to    edited   manuscripts    that    are  being 
retyped. 

DO  number  all   folios  of  text  and  tables  at   the   top  center,  but 
DON'T  number  folios  containing  illustrations. 

DO  leave  a  margin  of  at  least  2  1/2  inches  at  the  top  of  the  first 
folio. 

DON'T  underline  titles  or  headings.  DON'T  underline  anything  ex- 
cept generic  a.nd  specific  names,  which  are  to  be  printed  in 
italics, 

DON'T  can^y  over  a  paragraph  onto  a  second  folio.  If  there  is 
not  room  for  the  entire  paragraph,  begin  a  new  folio. 

DO  double-space  all  manuscript  copy  except  where  it  is  necessary 
to  single-space  a  few  lines  to  complete  a  paragraph  on  the 
folio, 

DON'T  single-space  footnotes,  legends,  li+erature  lists,  titles, 
or  authors'  names  and  connections  in  titles.  ,  , 

DON'T  put  footnotes  at  the  bottom  of  the  page.  Begin  each  foot- 
note in  the  line  directly  below  the  text  reference,  separating 
it  from  the  text  by  an  extra  space. 

DO  number  footnotes,  other  than  those  to  tables,  consecutively 
throughout  the  manuscript.  Number  footnotes  to  tables  separate- 
ly for  each  table.  Do  not  use  the  asterisk  or  dagger  for 
footnotes  in  any  Government  publication. 

DO  indent  the  first  line  of  footnotes,  in  usual  style  for  paragraph- 
ing, but  type  the  first  line  of  legends  f lush ' and  indent  the 
following  lines  two  spaces. 

DON'T  place  both  text  and  tables  on  the  same  folio.  Insert  the 
table  on  a  separate  folio,  after  completing  the  paragraph  in 
which  it  is  first  mentioned. 

DON'T  include  authors'  titles  or  division  on  manuscripts  intended 
for  outside  publication;  give  only  the  Department  and  Bureau. - 

DO    type    all    center   heads    in    capitals,    unless  otherwise  marked. 
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DON'T  capitalize  any  words  except  initial  word  of  sentence,  proper 
nouns,  and  proper  adjectives,  in  text,  table  of  contents,  table 
headings,  legends,  and  side  headings. 

DO  type  all  titles  in  literature  citations  in  small  letters  in 
manuscripts  for  Department  publication,  but  capitalize  ac- 
cording to  the  foregoing  rule  in  such  titles  in  manuscripts 

!:      for  outside  journals. 

DON'T  run  horizontal  rules  between  lines  of  figures  in  the  body 
of  a  table. 

DON'T  use  ditto  marks  {")  in  tables;  either  use  "do,,"  which  re- 
peats everything  in  the  preceding  line  of  the  column,  or  re- 
peat the  words  that  are  the  same. 

DO  type  legends  of  illustrations  in  the  manuscript.  Insert  each 
legend  directly  below  the  line  in  which  the  illustration  is 
first  mentioned,  setting  it  off  from  the  text  by  an  additional 
space, 
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DO  submit  a  list  of  illustrations  on  a  separate  sheet  and  place  it 
with  the  illustrations  at  the  end  of  the  manuscript. 

DON'T  begin  a  sentence  with  a  figure;  spell  out  the  number. 

DON'T  use  "%"  for  "percent"  unless  the  journal  to  which  it  is 
submitted  uses  that  style. 

DON'T  copy  "Bur.  Ent .  and  P.  Q.  Ms .  "  and  the  number  at  the 

top  of  the  first  folio  when  retyping.  This  will  be  done  in 
the  Editorial  Office. 

DO  prepare  a  cover  sheet  for  manuscripts  for  Department  publica- 
tion that  have  more  than  96  typewritten  folios,  and  number  this 
folio  1. 

DON'T  use  block  style  for  paragraphs  in  typing  manuscripts.  In- 
dent first  line  of  paragraph  several  spaces. 

DO  consult  a  recent  copy  of  the  publication  for  which  the  paper 
is  intended,  when  in  doubt  as  to  any  matter  of  form  or  style. 
The  Journal  of  Agricultural  Research,  the  Journal  of  Economic 
Entomology,  and  some  others  carry  a  page  of  instructions  on 
the  inside  cover  of  each  issue.  For  outside  journals  that  seem 
to  have  no  definite  policy  as  to  style,   follow  the  style  used 

•  -     for  Department  publications. 

DO  get  acquainted  with  the  Government  Printing  Office  Style  Manual. 
Every  office  should  have  a  copy. 


